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20X1A PERSONNEL ACTIONS AFFECTING CIG GIVILIAN I‘MPIOY“‘ES
WHO ARu PAID FROM VOUCHERED FUNDS

cory .o, 37

[’ ' l. Procurement
&s- The Personnel Division, Personnel and Administratioo Branch, CiG,
is charf_jed with:

(1) Maintaining, in coordination with the Finance Division, current

datn showing authorized existing vacancies (both grades and p051t10ns
in all CIG offices and Staff Sectlons.

(2) Close and constant coordination with CIG offices and Staff

Sections to determine priority of personnel requirgments to in-
sure continued efficient operation,

(3) Obtaining from the Civil Scervice Commission approvai ot job
classifications covering éll‘.;CIG civilian positions requiring

such approvale

(L) Determining, and maintaining constant contact with, all avail=-

? able potential sources of qualified individuals to fill authorized
1 ' CIG vacanciess Such contacts will be continually exploited to the
b extent ne‘cessazy to insure availability of qualified individuals
to £ill vacancies as they occur,
(5) Close coordination with the Security Division, Perscnnel and
Ldministratime Branch, CIG to expedite to the full st possible
" extent all action in comnection with final security clearance of
prospective employecso
(6) Initial contact with prospective omployecs and expeditious
completlon of all administrative action requlred to employk those
found qualified to fill authorized vacanciese ,
(D Obtaining approval of appropriate Ofﬁé_e or Staff Section
Héad prior to hiring any emplbyee to fill an authorized vacancy,,
except for clerical and adm.nlstratwe positions in grades CA.F-l
to C\F—S, 1nclus1ve, which may be i‘llledw1thout reference to the

Office or Staff Section concemed.

be Office and Staff Section Heads are charged with:

(l) Inltlatmg Forms No, 37-8 (Recru:.tmcnt Request) in tr:.pllca'be s

covering personnel rcqulrcments to flll essential authonzed vacan- ‘

cies, and 37=3 (Personnel Action Roquest) in dupllcate, cover:mg

Approvedqamlnm&at mﬂmptamwmmqomowwﬁg the forms to
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(2) Final intorview and acceptance or rejection of prospective

2+ Processing Procedurcs.

- In cases where clerical and administrative positions in grades

- applicantse

7 and cmplo,)me ass:mned ' '
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employcos ‘r,o £i11 vacancios under their Jurlsdlcat.n.on, except
clor.Lc:al and admnistratlve personnol to be appo:mtcd in gmdes

CAF=Ll to CAF-; 1nclu51vc

(3) Providing advice and assistance in the preparation of job
classificationse |

(L) lMaking no commitments rcgarding employment or salary tov
individuals who may he contactcd‘directly prior to 'reference to

Personnel Division.
Complete Forms 57 (Applica‘lnion‘ for Employment) and 38-1 (Personal
History Statement) will be obtained from prospective employce by

Personnel Divisions

CAF-1 to CAF-5 inclusive ai‘e involvzd, qualification of gpplicant

to hold position will be determined by Personnel Division, and, if
fornd qualified, Form 38-1 sent to Sccurity Division for security
clearancee

In cases other than those specificed in par, 2b above:

¢
H
1
i
I
i
{
i
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H
]

(1) Forms will be sent to Office or Staff Section when appropriate
vacancy exists réquesting recommendation for or against cmployment
and, if acceptable, indication of grade and position to be filled,
(2) Upon return of papers to Personnel Division, if applicant is
acceptable , i‘inal determination of qualifications to fill grade
and positicn‘ recommended wil]. be ‘made and Form 38-i sent to
vSecuri‘ty Division for sccurity clearances

(3) Caseé involving disagreement between the using agency and
the Personnel DlVlSlOl’l w:.ll be sent by the Exccutive for. Personncl
and Administra ation, together with full statement of facts, to the:
Executive Director for decision, if the Executive for Pérsonnel

and Administration cannot arrive at an agreement with the

requesting offices

(L) Personncl Division will initiate all rejection notices to

(1) Inmedlately upon rece1v1ng security clearancc ’ actlon to com=

plete emploment proccssmg w111 be expedl'bed by Personnel D1v151on :

et e e e 2
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(°) It oocurlty Division rocommonds against employmcnt,qppro—
priate notification will be sent to applicant by Personncl Division
and caso closed. |
(3) Any disagroement between Socurity Division and/or Personncl
Division and Ofi'ice or Staff Heads will be roferred to the Execu- -
tive Dircctor L‘or dcczs:.on, in the evcnt thc Executive f or
‘Porsonnel and Administration cannot arrive at an agrecmcnt with thc
requesting office,

34 Personncl Division will obtain sufficient information from the
Finance Division to keep budget restrictions on personnel mrocurement current
at all times, Individual cases will not normally be referred to the Bingnée ‘
Division for clearance.

Ly Approval of Persohnel Actions. )

2s Delegation of Authority dated September 6, 1946, signed by the

Diréctor Central Intelligonece authorized the Chief, Personncl

Divisibn,, to approve personnel actions for the CIGe It is the
rosponsibility of the Chief, Personnel Division, to ascertain that
CIG policy e&nd the standards cstablished by the Civil Se;'vice
Comnission are obserqu in connection with the employment of all
. vouchered civilian cmploycese |
be (1) The Chief, Personnel Division, Persomnel and Administrative
Branch, may take final action for the Director in .cases involwing
- grades CAF-1 to 12 inclﬁsive s and P=1 to P-S inclusive, m@ro-- |
vided the head of the interested Office or Staff Section concurs,
(2) Thé Exgcﬁtive Director mus'b approve fo.r the Director .
final hiring in all cases involvirig grades - from CAF-13 to
CAF-15 inclusive, and P=6 to P-8 inclusives Concurrence of
- the head of the interested Oi‘fice or Staff Section will he
obtained by the Personnel Division pr;‘.or to presentation to

the Executive Director for decisione
(3) Any doubtful cases and those involving disagreement between -
the Personnel Division and the Office or Staff Seétion Head

congcerncd, will be referred to the Bxecutive Director for

decision, in the event the Exccutive for Personncl and -

Admlnistret:.on cannot reach a staisfactory agreemont with

thc. requestlng offlcc.
'5." Transf«,rs and Reclass:.flcatlon of Pos:Lt:Lons.

Approved mmmm muwommabpmmmmnwmmn@d pos:.tlons and

: :.ndJ.v:LduaJ.s be‘bween HOﬁ‘J.ces rrsta.ff Sectlonsu,.mll
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handled generally in tho same manner as indicated ﬁﬁbve, excopt for

security chocks No action on the part of individuals of 0fficc and

staff Hoads is‘rcquifod to effect'automatic within grade salary incrcases.
6¢ Termingtions. .

Request for termination of cmploymont in the case of any
employce will be initiated by the lppropriatc Officc of Staff Soction
Head on Form~37-3, and forwarded to thovPcréonncl DiVision accompanied
by a detailed statement of the reasons for recommending terminations
Upon recelpt of such request; Personnel Division will take appropriate

~action in accordance with existing regulations,
FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

26X1A

uxocutivo for Personn

Deputy ‘
and Adminisdration. ... iy

LOTE: This document is classified "SECRET"'only because
of the subject rather than tho contents.
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JENTR.AL  INTELLIGENCE ‘AGENCY ' !
Washington, D. C.

X 1 July 1948 ‘ L
25X1A . ADMINISTRATIVE INSTRUCTION ‘ .
: No. ‘ , 3

SUBJECT: . Entrance on Duty of New Enployees

1. No applicant for employment will be contacted in connection with
entrance on duty in CILi by any individual employed by or on duty with

this ‘agency except -- ‘
Executive for /dministration and Mianagement v ki
Chief, Personnel Branch, Agl! |
Responsible employees of the Personnel Branch, AgM,

designated for this purpose by their branch chief,

2. The Chief, Personnel Branch, .V, has direct  jurisdiction over
all individuals who enter on duty in personnel pools of this agency while
awaiting final szcurity clearance. Instructions to individual applicants
and individuals on duty in personnel pools to report for duty in any ;
office or staff section of CI.i will not be given except by one of the ' i
individuals specified in paragraph 1 aboves

3a as No office or staff section of (I; will permit any individual

to enter on duty within such office or staff section without praesen-
tation of a written stateuent signed by the Chief or issistant Chief, v
Personnel Branch, A&il, in the form indicated belows:

"processing for entrance on duty of (name of applicant) 3

(Job title, grade, and entTance salary), has been
completed and the applicant meets all standards for full employ-
ment with CIi., Signed clearance for entrance on duty has been
received from thé Executive for Inspection and Security and made
a part of the personnel file of this individuzl.. Effective tiis
date he/she is assigned to duty with your office,!

b, A copy of this notification will be furnished to the Executive
for Inspection and ‘Security. _ :

S €. Should extraordinary circumstances appear to warrant entrance
- on duty prior to. the preparation of the statement prescribed above,
the Bxecutive for Administration and Management may give verbal authe
orization for entrance on duty after assuring himself that a1l
required processing has been completed, , ‘

Lo issistant Directors and Staff Chiefs are responsible for insuring
that all individuals under their Jurisdiction are informed of this direc-
tive and instructed to refer all matters relative to processing of indivi-
duals for employment with this agency to the Personnel Branch, A&M, for
action, ' ‘ L

. . e A\

‘ Rear ;dmiral, USN
. ’ ‘ Director of Central Intelligence
DISTRIBUTION: A .
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SECRET

CENTRAL INTELLIGENCE AGENCY Aceandid
Washington, D. C. L o

10 Octoboer 1947

o | 17/
ADMINISTRATIVE: INS .
WUMBER

SUBJECT: Porsonnel Apctions Affecting CIA Civilien
Employves Who Are Paid from Vouchered Funds

Poragraph 4b(2), Administrative Instruction-dated
13 Dacomber 1946, 1s amonded by adding therctos

"(2) * % * * * * x ,  Tho Excoutive for Administration
and Monagement will nct for the Executive Director
whon that individual is absent,"

, !
FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: ol

. _ SXGCUTIVe LOT
Administration end Management

ATTACHUENTS : NONE

DISTRIBUTION: "A"

CswEr ]
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; 4 ... CENTRAL INTELLIGENCE AGENCY .
‘ h " Washington, D, C. A
.\’l‘ o " ‘;'y ' RO .‘
él L H ;:}S} . ",’ ._”’11":
| : 10-0ctober 1947
25X1A ADMINISTRATIVE INSTRUGCTION '
; ' NUMBER o
SUBJECT: Personnel Actions Affocting CTA Civilien
Employves Who Are Paid from Vouchored Funds
. 25X1A : | o
; Paragraph 4b(2), Administrative Instruction -datcd
13 Docomber 1946, is amended by adding thersto: :
"2) * ok ok oo, T Executive for Administration
: and Management will not for the Executive Dirsctor
when that individual isg absent,"
| :
FOR' THE DIRECTOR OF CENTRAL INTELLIGENCE s
L25X1A
, Executive for
I ' ‘ Administration and Management
! ATTACHMENTS : NONE
y DISTRIBUTION: "A"
‘.1 ¥
!

('\( $ ‘;:‘:‘
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. SECRET

. CENTRAL INTELLIGENCE AGENCY
Washington, D. C»

10 Octobor 1947

ADMINISTRATIVE INSTRUCTION °
NUMBER

' SUBJECT: Personnel Actions Affocting CIA Civilian
Employves Who Are Paid from Vouchored Funds

Paragroph 4b(2), Administrative Instruction -dated

13 December 1946, is amended by adding theretos

"(2) % * % % * * * , The Excoutive for Administration

and Menagement will nct for the DBxscutive Dlrcc'bor

when that individual is absent."

FOR THE DIREGTOR OF CINTRAL INTJ’LLIGENCE'

Exceutive for
Administration and Management

ATTACHUENTS : NONE

DISTRIBUTION: "a"
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| ‘ : 17 July 1948 j

25X1A MEMORANDUM FOR THE RECORD

SUBJECT: Administrative Instruotion- "Entrence on Duty
of New Employeces"™

1, On the afternoon of 8 July 1948 the subject Administrative
Instruction was called to the attention of the undersigneds, It
was discussed with the Assistant Executive Officer, the Executive i
Officer and the Assistent Director, Special Gperations, o

2, As a result of these discussions the ADSO telephoned
the Executive for Administration and Management, stating that
he understood why the Director would not wish to specifically
except 0S0 from all such memorsnde but that he wished to meke
! the inquiry to determine for certain that subject Administrative
ot Instruction did not apply to the covert and unvouchered funds
personnel of 0S0, Within less then five minutes, while the
undersigned and the others mentioned above were still iv the ADSO's
office, & telephone call was received by the ADSG in response to
his call to the Executive for Administration and Management. The
s . &DS0 stated to us that that telephons call informed him that subject
i Administrative Instruotion was not effective for the covert and un-
. vouchered funds personnel of the Office of Special Operations.

3¢ In view of the above, Personnel Division of 050 will
continue to exercise supervision over the non-security cleared
unvouchered pool end will continue to function as previously on
ell matters concerning personnel employed on unvouchered funds.

i 25X1A

Chief, Personnel Division, 0S0
R ss I2 52

A i A G e S 54 885 D05 ] NN
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STATINTL

Lo ‘ . B
; . L CENTRAL INTELLIGENCE AGENCY
; Washington, D. C.

[

ey w 1 July

STATINTL ADMINISTRATIVE INSW . : ’
e NO. " g ’ ' ) .

SUBJECT: - Entrance on Duty of New Employees

1. No applicant for employment will be contacted in connection with
entrance on duty in CI: by any individual employed by or on duty with
this agency except ==

Executive for Administration and lanagement

Chief, Personnel Branch, Ag

Responsible employees of the Personnel Branch, AgM,
designated for this nurpose by their branch chief,

2. The Chief, Personnel Branch, AgM,.has direct Jurisdiction over
all individuals who enter on duty in personnel pools of this agency while
awaiting final szcurity clearance, Instructions to individual applicants
and individuals on duty in personnel pools to report for duty in any
office or staff section of CI. vill not be given except by one of the
individuals specified in paragraph 1 above,

. ‘ 3. as No office or staff section of CI. will rermit any individual

o to enter on duty within such office or staff section without presen-

i tation of a written statewsent signed by the Chief or Aissistant Chief,
Personnel Branch, Aill, in the form incdicated belows

"Processing for entrance on duty of (name of applicant),

(job title, grade, and entrance. salary), has been
completed and the applicant meets all standards for full employ-
ment with CIi. Signed clearance for entrance on duty has been
received from the Executive for Inspection and Security and made
a part of the personnel file of this individuale Effective this
date he/she is assigned to duty with your office.t

be A copy of this notification will be furnished to the Executive
for Inspection and Security. ' '

C. Should extraordinary circumstances appear to warrant entrance
- on duty prior to the preparation of the statement prescribed above,
the Bxecutive for idministration and Management may give verbal suthe
orization for entrance on duty after assuring himself that a1l
i .- required processing has been completed,

v , L. issistant Directors and Staff Chiefs are responsible for insuring
z - that alliindifviduals \MiddeM their jurisdiction are informed of this direce
3 tive and instructed to refer all matters relative to processing of indivi-
: ‘duals for employment with thig i agency. to- the Personnel Branch, A&M, for’

~ actions
STATINTL : | . t““w |

Rear ;“dmira]:, USN
Director of Central Intelligence
DISTRIBUTION: A ‘ :
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